Effective Meetings Checklist
1. Planning                                                                                1. Planning
2. Execution
3. Follow-up
Action Items or Next Steps

· Validate that a meeting is the best forum to achieve the purpose:
1. Clearly define the meeting’s purpose and the agenda 
2.  Identify all attendees required for the meeting
3. Select a time and location that supports the meeting and provides enough time for preparation
· Identify the meeting type and approach, and any tools or preparation needed prior to the meeting
· Invite attendees and include information on location, purpose, agenda, any preparation required by attendees and pre-reads (links/documents)
· Make any necessary resource arrangements for the meeting (e.g., projector, flip charts) 
· Establish ground rules for conduct1. Planning
2. Execution
3. Follow-up
Action Items or Next Steps

2. Execution                                                                                  
· Strong facilitation to stay on topic
· Introduce new team members or guests
· Effective use of parking lot and next steps or propose future meetings
· Capture and review meeting notes, next steps, due dates and owners during meeting
· Be sensitive to disruptive behaviors\use ground rules to empower facilitation
· Recap key outcomes and end of meeting1. Planning
2. Execution
3. Follow-up
Action Items or Next Steps

· Close on time
3. Follow-up                                                                                 
· Distribute / Post meeting minutes in online repository, if appropriate
· Update lists such as the action items or next steps spreadsheet or documents
· Schedule follow-up meeting, if necessary
· Follow-up on action items or next steps, according to the process agreed upon during meeting close
· Periodically evaluate the effectiveness of the meetings



TIPS

A little bit of planning goes a long way
Use ground rules as a powerful facilitation tool
Open strong and close on time
Increase your effectiveness with people skills
Manage difficult situations elegantly
Use data capture tools to engage attendees

Functional Meeting Cycle
1. Planning
2. Execution
3. Follow-up
Action Items or Next Steps



	Planning
	Execution
	Follow Up

	Objective
· Position meeting to fulfill a specific purpose – efficiently
	Objective 
· Ensure meeting purpose is met
· Ensure meeting is run efficiently
	Objective 
· Ensure meeting decisions and action items are clear and are acted upon 

	Activities
1. Identify meeting purpose and agenda
2. Invite relevant participants
3. Prepare and distribute meeting materials 
	Activities 
1. Facilitate meeting
2. Capture issues, key decisions, and next steps
3. Use the parking lot
4. Manage time
	Activities 
1. Distribute meeting minutes
2. Post action items or next steps
3. Set up follow-up meetings when needed 



